
Compliance Resolution Opportunity (CRO) for OSV 
Structured Technical Assistance Reports

Correspondence Request Overview

The Correspondence Request feature in the Electronic Handbooks (EHBs) allows HRSA Reviewers to 
communicate with a health center’s Project Director (PD) or Authorizing Official (AO) through the 
HRSA EHBs.

The HRSA Reviewer will use this feature to request information on areas of non-compliance identified 
during an  (OSV) for Health Center Program award recipients or designated look-Operational Site Visit
alike (LAL) health centers.

After an OSV, the HRSA Reviewer will initiate a Correspondence Request to the health center’s PD or 
AO to address areas of program non-compliance identified in the draft site visit report. The PD or AO 
can respond to the Correspondence Request in the EHBs to provide details addressing non-compliant 
element(s). They can also attach documents to support their response.

After receiving a Correspondence Request, the health center has 14 calendar days to submit 
the required information. In cases of unclear responses, the HRSA Reviewer may send additional 
Correspondence Requests for the same non-compliant areas for various reasons. In these 
circumstances, the original 14-calendar day due date applies to additional requests as well.

Prerequisites

The PD or AO, typically the same person who participated in the site visit, will receive an email notification that a Correspondence Request task is 
in their EHBs queue. You must ensure the person who will receive this task is registered and active within EHBs. 

How to Complete the Correspondence Request

This section will show you how to access, complete, and submit the Correspondence Request.

Accessing the Correspondence Request

1. Health 
center 
personnel 
registered 
with grant 
privileges 
in the 
EHBs will 
receive 
the 
Correspon
dence 
Request 
task.

 
From the 
EHBs 
homepage
, click on 
the Tasks 
tab to 
view all 
the 
pending 
tasks.

As part of the new streamlined Compliance Resolution Opportunity (CRO) following an Operational Site Visit (OSV), health centers may receive a 
Correspondence Request task in EHBs. If you receive a Correspondence Request, you have 14 days to submit documentation demonstrating 
compliance in EHBs. Your health center will only receive a Correspondence Request if there are non-compliance findings.

Find instructions below on how to complete the Correspondence Request task.
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https://bphc.hrsa.gov/programrequirements/svprotocol.html


2. You will 
be 
navigated 
to the 
pending 
tasks list 
page.  

D
e
a
d
li
n
e
(
D
u
e)

This 
is the 
due 
date 
to 
submit
a 
respo
nse to 
HRSA.

T
a
s
k
C
a
t
e
g
o
ry

Tasks 
are 
catego
rized 
as 
"Corre
spond
ence 
Reque
st" for 
easy 
classifi
cation.

T
r
a
c
k
i
n
g
#

Uniqu
e 
identifi
cation 
numb
er to 
track 
the 
reque
st.

T
a
sk

The 
task 
name 
will 
be 
"Urge
nt 
Site 
Visit 
Report
Reque
st".

S
t
a
rt

Displa
ys 
"Start"
until 
first 
acces
sed; 
once 
acces
sed, it 
will 
chang
e to 
"Edit".

3. Find the 
task 
"Urgent 
Site Visit 
Report 
Request".



Completing the Correspondence Response

4. Click the 
“Start” link 
in the 
pending 
task to 
open the 
“Correspo
ndence 
Response”
page.

5. Review 
the 
Correspon
dence 
Response 
Header 
which lists 
important 
informatio
n about 
this 
request 
and the 
site visit.

Due 
Date

Due 
date 
to 
submit
a 
respo
nse to 
HRSA.

TA 
Track
ing 
Num
ber

Tracki
ng 
numb
er for 
the 
Techni
cal 
Assist
ance 
(TA) 
event.

TA 
Dates

Dates 
of the 
TA 
event.

TA 
Site 
Visit 
Type

Type 
of TA 
provid
ed, 
an 
Opera
tional 
Site 
Visit 
(OSV).



Proje
ct 
Direc
tor 
Name

Name 
of the 
Projec
t 
Direct
or on 
the 
Notice
of 
Award
or 
Notice
of 
Look-
Alike 
Desig
nation.

Resources

In the 
Resources 
section, you 
can find 
helpful 
information 
related to the 
Corresponden
ce Request 
that can help 
support the 
health center’s 
response.

Exter
nal 
TA 
Repo
rt 
(Appr
oval 
Pend
ing)

A 
read-
only 
web 
page 
of the 
draft 
site 
visit 
report 
at the 
time 
the 
Corres
ponde
nce 
Reque
st 
was 
issued.



Healt
h 
Cent
er 
Progr
am 
Com
plian
ce 
Manu
al

Links 
to the 
HRSA
BPHC
websit
e 
includi
ng 
the 
Health
Center
Progra
m 
Compl
iance 
Manu
al, 
Site 
Visit 
Protoc
ol, 
and 
other 
resour
ces to 
assist 
health 
center
s in 
under
standi
ng 
and 
demo
nstrati
ng 
compli
ance 
with 
progra
m 
requir
ement
s.



Co
rre
sp
on
de
nc
e 
Re
qu
est
He
alt
h 
Ce
nte
r 
EH
Bs 
Ins
tru
cti
ons

Link 
to this 
wiki 
page 
which 
provid
es 
detaile
d 
instruc

tions.  

Non-Compliant Elements

This section 
lists the non-
compliant 
elements 
identified by 
the HRSA 
Reviewer and 
is where you 
provide your 
response and 
attachments. 

Elem
ent 
Title

Title 
of the 
non-
compli
ant 
eleme
nt: 
this 
match
es the 
eleme
nts in 
the 
Health
Center
Progra
m 
Compl
iance 
Manu
al.



Reas
on

Reaso
n for 
reque
sting 
inform
ation: 
initial 
reque
sts 
are 
alway
s 
marke
d as “I
nitial 
Requ
est 
for 
Clarif
ying 
Infor
mation
”.

Detai
ls

Detail
s 
provid
ed by 
the 
HRSA
Revie
wer 
about 
non-
compli
ant 
finding
s for 
this 
eleme
nt.

Narra
tive 
Resp
onse

Requir
ed 
text 
field 
(maxi
mum 
of 
5,000 
charac
ters) 
where 
you 
enter 
a 
written
respo
nse to 
HRSA.

Attac
hmen
ts

Option
al 
sectio
n to 
attach 
any 
files 
to 
addre
ss the 
non-
compli
ant 
eleme
nt(s).

Supp
ortin



g 
Attac
hmen
ts

Allows
a 
maxim
um of 
10 
files 
of the 
followi
ng 
format
s: 
doc, 
docx, 
rtf, 
txt, 
wpd, 
pdf, 
xls, 
xlsx, 
msg, 
jpg, 
jpeg, 
tif, 
xfd, 
ppt, 
and 
pptx. 
Files 
can 
be 
attach
ed 
either 
by 
“drag 
and 
drop” 
or 
“searc
h and 
upload
”.

N
o
t
e:
If 
y
o
u 
a
r
e 
u
si
n
g 
I
n
t
e
r
n
e
t 
E
x
pl
o
r
e
r 
t
o 
d
r
a
g 



a
tt
a
c
h
m
e
n
ts
in
t
o 
t
h
e 
d
r
a
g 
a
n
d 
d
r
o
p 
b
o
x,
m
a
k
e 
s
u
r
e 
t
o 
d
r
a
g 
t
h
e 
a
tt
a
c
h
m
e
n
t 
fil
e 
o
v
e
r 
t
h
e 
“
S
el
e
ct
F
il
e
” 
b
o
x 
t
o 
u



6. Review the Reason and Details for receiving the Correspondence Request.

7. Provide a narrative response.

A narrative response is required for non-compliant element identified by the HRSA Reviewer.each 

8. Provide supporting attachments (if applicable) for each non-compliant element.

9. You will receive an error message when you have not completed any required information.

Action Buttons

This last area 
of the page 
allows the PD 
or AO to 
navigate to 
the tasks 
page, save 
the data, or 
submit it to 
HRSA.

Go 
Back

Click 
this 
button
to 
naviga
te 
back 
to the 
pendin
g 
tasks 
list 
page.

Save Click 
this 
button
to 
save 
the 
conten
t on 
this 
page 
and 
stay 
on 
this 
page.

pl
o
a
d 
a 
d
o
c
u
m
e
n
t.

Note:  You can find a read-only web page of the draft site visit report at the time the Correspondence Request was issued in the Resources section 
using the “External TA Report (Approval Pending)” link.



Sub
mit 
to 
HRSA

Click 
this 
button
to 
submit
the 
Corres
ponde
nce 
Respo
nse to 
HRSA.

Submit to HRSA

1. After 
completing
all the 
responses 
to the non-
compliant 
elements 
click on 
the “Subm
it to 

” HRSA
button.

2. Click “Con
” in firm

the 
confirmatio
n overlay 
to submit 
your 
response 
to HRSA.
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